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C2. Chapter 2
DoD REPORTS MANAGEMENT PROGRAM

C2.1. PURPOSE

The purpose of this chapter is to identify and descri be
each of the areas that conprise the DoD Reports Managenent
Pr ogr am

C2.2. PUBLI C | NFORVATI ON REQUI REMENTS - CHAPTER 3

C2.2.1. Public information requirenments are those that
requi re responses from nmenbers of the public; the term
"public-use reports" was used frequently in past years.

C2.2.2. Public information requirenents are subject to
O fice of Managenent and Budget (OMB) review and cl earance and
are covered by Title 5 CFR 1320 (reference (c)). Public
informati on requi renents nust, unless exenpt, be approved by OVB
and assigned an OVB control nunber and expiration date to |icense
the collection.

C2.2.3. Chapter 35 of Title 44, United States Code
(reference (g)), as anended by Public Law 104-13, “The Paperwork
Reduction Act of 1995,” (reference (n)) establishes a broad
mandate for agencies to performtheir information resources
managenent activities in an efficient, effective, and econom cal
manner. OVB A-130 (reference (n)) inplenents OVB authority to
provi de uni form Government-w de i nformation resources managenent
policies as required by reference (9g).

C2.2.4. Menbers of the public are considered to be
i ndi vi dual s, househol ds, private firns, conpanies, contractors,
Federal enpl oyees in special circunmstances, and others. Current
Federal civilian enployees and MIlitary Personnel are considered
menbers of the public, if the collection of information is
addressed to themin their capacity as individual private
citizens.

C2.2.5. Special collection requirenments, as set forth in
DoD 5400. 11-R (reference (d)), may exi st when personal
information is to be collected fromU. S. citizens or aliens
lawfully admtted for permanent residence.

C2.2.6. Chapter 3 of this Manual issues the procedures to
obtain OVB approval to collect information fromthe public and
the requirenment to provide to the respondi ng public, either
orally or in witing, an Agency Di sclosure Notice (ADN).
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C2.3. DoD I NTERNAL | NFORVATI ON REQUI REMENTS - CHAPTER 4

C2.3.1. DoDinternal information requirenents pertain to
information required at any level within the DoD for internal
managenent or to report to the Legislative or Judicial branches
of the Federal Governnent. For the purposes of this Mnual,
internal information nmeans those information requirenents
internal to a particular DoD Conponent and/or |icensed by that
Conponent .

C2.3.2. DoDinternal information requirenents constitute
the bulk of DoD reporting and are subject to Title 41 CFR Part
101-11.103(e)(2) (reference (1)) and required by DoD Directive
8910.1 (reference (b)).

C2.3.3. (OSD Conponents that need information fromone or
nmore DoD Conponents, mnust, unless exenpt, be assigned an RCS by
WHS/DIOR to license the information requirenent.

C2.3.4. (OSDinternal information requirenents that are al so
i nteragency information requirenents nust be submtted to the
CGeneral Services Adm nistration (GSA) for clearance in accordance
with the procedures in Chapter 5 of this Manual.

C2.3.5. A statenent identifying recurring OSD Internal
information requirenents and the assigned RCS shall be nade in
the Informati on Requi renents section of the DoD issuance in
accordance wth DoD 5025.1-M (reference (1)).

C2.3.6. DoD Components shoul d establish reports managenent
prograns and procedures to license their organi zation’ s internal
information requirenents. General information for establishing a
reports control activity is provided in Chapter 4 of this Mnual.

C2.3.7. Chapter 4 of this Manual issues the procedures for
reviewing and |licensing DoD internal information requirenents
i nposed by the Ofice of the Secretary of Defense (OSD) on the
DoD Conponents under the authority of DoD Directive 8910.1
(reference (b)). It also references the regul ati ons and
instructions (procedures) for review ng and |icensi ng DoD
internal information requirenents inposed by the DoD Conponents
on their subordinate commands. See Chapter 4, paragraph C4.5.,
“DoD Conponent Procedures.”

C2.4. | NTERAGENCY | NFORVATI ON REQUI REMENTS - CHAPTER 5

C2.4.1. Interagency information requirenents are those
whi ch invol ve the exchange of information between Federal
Agenci es.
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C2.4.2. Interagency information requirenents nust be
submtted to GSA for review and cl earance and are subject to the
provisions of Title 41 CFR, Part 101-11.204, (reference (j)).

C2.4.3. The DoD Conponents that require information from
one or nore Federal Agencies nust, unless exenpt, obtain an
| nt eragency Report Control Nunmber (IRCN) issued by the GSA

C2.4.4. Interagency information requirenents that are al so
public information requirenents shall be submtted to OVB for
cl earance in accordance with Chapter 3 of this Mnual.

C2.4.5. Interagency information requirenents that are al so
DoD internal information requirenents nust be licensed in
accordance wth the procedures in Chapter 4 of this Mnual.

C2.4.6. |If another Federal Agency is requesting information
fromone or nore DoD Conponents, that Agency nust have a valid
| RCN cited on the request for information. |If the request does

not display a valid IRCN, and the collection is not exenpt, the
DoD Conponents are not obligated to respond.

C2.4.7. Chapter 5 of this Manual issues the procedures to
license an interagency information requirenent.

C2.4.8. Release of personal information to other Federal
Agenci es may be subject to special disclosure requirenents as set
forth in DoD 5400.11-R (reference (d)).

C2.5. CONGRESSI ONAL | NFORVATI ON REQUI REMENTS - CHAPTER 6

C2.5.1. Congress is exenpt from OVMB and GSA reports revi ew
and licensing requirenents. The respondi ng agency, in this case
DoD, is not. DoD policy is to provide the sane |evel of analysis
and response provided to the other categories of reports.

Anal ysis and |icensing of recurring Congressional information
requi rements including reports, certifications and notifications
is the responsibility of the responding DoD Conponent. \When the
response requires information fromnore than one DoD Conponent
the response to the Congress shall be fromthe responsible OSD
Conmponent for that functional area.

C2.5.2. Congressional information requirenents may be
subject to DoD internal and external |icensing requirenents.

C2.5.3. The DoD Conponents nust establish internal

procedures necessary to manage their Congressional information
requirenents.
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C2.5.4. Chapter 6 of this Manual provi des general
i nformati on on Congressional information requirenents.

C2.6. SURVEYS OF DoD PERSONNEL

C2.6.1. Al attitude and opinion surveys requiring the
participation of mlitary or civilian personnel in any DoD
Conmponent, other than the sponsoring Conponent, nust be approved
by OQUSD(P&R) in accordance with DoD Instruction 1100. 13,
(reference (k)). The DoD Conponents and Mlitary Departnents
shal |l coordinate their internal survey requirenments with their
respective survey organi zati ons, when applicabl e.

C2.6.2. DoDinternal report control synbols assigned to
one-tinme surveys will expire one year fromthe date of issue and,
unl ess extended, will be canceled fromthe inventory by WHS/ DI OR
after consultation with the requiring DoD Conponent | MCO and/ or
project officer. |If the survey has not been conducted or
conpl eted during the year, the requiring DoD Conponent mnust
request an extension.

C2.6.3. Surveys not identified in a DoD i ssuance or
requi red by executive-|evel correspondence should be approved by
an authority at a sufficient level wthin the organization to
obligate the resources necessary to conduct the survey.

C2.6.4. Surveys conducted by the Mlitary Departnents or
t he Defense Agenci es of personnel in one or nore other DoD
Conmponents shoul d be sponsored by their OSD Conponent functional
area counterpart.

C2.6.5. Survey instrunents used to collect information from
the public should promnently display an Agency Di scl osure
Notice, a Privacy Act Statenent (when applicable), and, in the
upper right-hand corner of the cover, the OVB Control Data
(control nunmber and expiration date).

C2.6.6. Survey instrunents used to collect information from
ot her Federal Agencies should promnently display the Interagency
Report Control Number in the upper right-hand corner of the
survey cover.

C2.6.7. Survey instrunents used to collect information from
t he DoD Conponents should prom nently display the DoD Internal
Report Control Synbol in the upper right-hand corner of the
cover.

C2.6.8. Survey instrunents used to collect information from

a conbi nation of the public, other Federal Agencies and the DoD
Conmponents should prom nently display the OVB Control Data, the
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| nt eragency Report Control Nunber and the DoD Internal Report
Control Synmbol in the upper right-hand corner of the cover, as
appl i cabl e.

C2.7. DEFINTIONS - CGENERAL

C2.7.1. Data Transmi ssion. Data transm ssion consists of
activities involved in the delivery of systemoutputs to users.

C2.7.2. Docunentation. The docunents or records containing
informati on on the organi zation, functions, policies, decisions,
procedures, and essential transactions of agency reports
managenent activities.

C2.7.3. Flowhart. A diagramthat shows the step-by-step
progression through a procedure or system especially using
connecting lines and a set of conventional synbols.

C2.7.4. Ceneral Purpose Statistics. Statistics collected
primarily for public and general government use, w thout
reference to policy or program operations of the agency
collecting the information. Agencies should conduct statistical
surveys that are designed to produce results that can be
generalized to the universe of the study.

C2.7.5. Information Collection Request. A witten or
verbal report, application, schedule, survey, questionnaire,
reporting or recordkeeping requirenent, or other simlar method
calling for the collection of information.

C2.7.6. Information Managenent Control Oficer. The single
point of contact within an OSD or DoD Conponent responsible for
the establishnment, revision, and cancellation of information
requirenents.

C2.7.7. Information Requirenent. The functional area
expression of need for data or information to carry out specified
and aut hori zed functions or managenent purposes that require the
establ i shment or maintenance of fornms and formats, or reporting
or recordkeepi ng systens, whether nmanual or automated.

C2.7.8. Information Resources Managenent. The pl anni ng,
budgeting, organi zing, directing, training, and admnistrative
control associated with Federal Government information resources.
The term enconpasses both information itself and the rel ated
resources, such as personnel, equipnment, funds, and information
t echnol ogy.
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C2.7.9. Managenent Information. Mnagenent information is
data or information needed for use in determning policy;
pl anni ng, controlling, and eval uating operations and performance;
maki ng adm ni strative determ nations; or preparing other reports.
The data or information may be in narrative, statistical
graphic, or other form and may be displayed on paper docunents,
magnetic tapes, term nal responses, or in other forns.

C2.7.10. Methods of Collection. The nmechanism or nethod,
by or through which a Federal Agency conducts or sponsors a
coll ection of information.

C2.7.10.1. The nethod used does not affect the
requi renent that the information collection be approved and
synbol i zed.

C2.7.10.2. Witten reports, applications, schedul es,
surveys, questionnaires, reporting or recordkeeping requirenents,
or other simlar nmethods are collections of information. They
may be conducted by mail or through personal or tel ephone
interviews, group interviews, comunicated via el ectronic nedia,
automated col |l ection techni ques, Federal regul ation, or any other
approach through which the respondent or potential respondent can
be informed of the questions to which response is requested or
required.

C2.7.10.3. Simlar nmethods may include contracts,
agreenents, policy statenents, plans, rules or regul ations,
pl anni ng requirenents, circulars, directives, instructions,
bul l etins, requests for proposal or other procurenent
requi renents, interview guides, disclosure requirenents, |abeling
requi renents, telegraphic or tel ephonic requests, and standard
gquestionnaires used to nonitor conpliance with agency
requirenents.

C2.7.11. Need. Sone programmatic or policy necessity or
requi renment exists, including Congressional requirenents.

C2.7.12. Practical Uility. The useful ness of the
informati on being collected (considering its accuracy, adequacy,
and reliability) to carry out the Agency's functions in a tinely
manner .

C2.7.13. Privacy Act (Section 552a, Title 5, USC (reference
(0))). The Act regulates the collection, nmaintenance, use, and
di scl osure of personal information by Federal agencies. Wen
surveys of DoD personnel are subject to the provisions of the
Act, the agency nust establish procedures, consistent with and
pursuant to the requirenents of DoD 5400.11-R (reference (d)), to
ensure that the personal privacy of the individual is protected.
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Not e: DoD Conponents shoul d establish procedures for identifying
reports containing personal information and information protected
by the Privacy Act for preventing the disclosure of such
informati on to unauthorized individuals or organizations.

C2.7.14. Program The particular activity for which a
manager i s responsible at any organi zation |evel.

C2.7.15. ProgramElenent. A function or segnment of the
program Program el enents constitute all the functions of a
particul ar program

C2.7.16. Purpose. The collection of information wll, or
is expected to, achieve a result within the statutory,
programmatic or policy requirenents of the sponsoring Agency, and
will, or is expected, to be used on a tinely basis.

C2.7.17. Report. Data or information that is prepared for
use in determning policy; planning, controlling, and eval uating
operations and performance; making adm nistrative decisions or
preparing other reports. The data or information nmay be graphic
or in another form and may be on paper, nmagnetic tapes, on or
through the World Wde Wb, or other nedia.

C2.7.18. Reports Managenent Function. This function
i ncludes the reports, forns, magnetic tapes, disks, and ot her
medi a of internal Agency systenms or procedures as well as the
reporting systens thenselves. The reports managenent function is
primarily concerned with public, interagency, DoD internal and
Congressi onal information requirenents.

C2.7.19. Sanpling. A technique for extracting a finite
part of a statistical popul ation whose properties are studied to
gai n informati on about the whole.

C2.7.20. Surveys of Persons. Systematic data collections,
usi ng personal or telephonic interviews, or self-admnistered
guestionnaires, froma sanple of ten or nobre persons as
i ndi vidual s or representatives of Agencies, which solicit
attitudes, opinions, behavior, and rel ated denographic, soci al
and econom c data to identical questions including those that are
to be used for statistical conpilations for research and/ or
policy assessnent purposes.

C2.7.21. Unnecessary Duplication. Information exactly
ali ke or corresponding to information that could serve the
Agency's purpose and need is already available to the Agency.
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C2.8. PUBLI SHED LI STI NGS

C2.8.1. OwB, Ofice of Information and Regul atory Affairs,
publ i shes the "List of Active Reports Approved Under the Federal
Reports Act" on a nonthly basis. This report contains the
official status of the reports approved by OMB as of that point
in time and serves as the official record of burden hours being
expended by the public. This report is used in the formulation
of the upcomng fiscal year Information Collection Budget (ICB).

C2.8.2. GSA, Ofice of Information Resources Managenent,
publ i shes the annual "Inventory of Approved Interagency Reports.”
The listing is sorted by agency and provides the Interagency
Report Control Nunmber, report title, prescribing directive,
respondents, and expiration date.

C2.8.3. VWHS/ DI OR publishes DoD 8910.1-L (reference (p)) as
required by DoD Directive 8910.1 (reference (b)). The listing
provi des information on active, cancel ed and expired DoD i nternal
and interagency reporting requirenents and i nformati on on active
and cancel ed public information collections. Active listings for
these information collections are published nmonthly on the
| nt ernet under DefenselLl NK, Publications.

C2.8.4. \VHS/ DI OR prepares and distributes nonthly reports
containing information on DoD internal, interagency, and public
information requirenents. The reports are primarily for use by
OSD Conponent I MCOs in managing their programs. The reports
provide information on reporting requirenents that have been
added, cancel ed, revised, have expired or that will expire in the
next 90 days.

C2.8.5. VWHS/DIOR maintains a "Listing of Recurring
Congr essi onal Reports" containing active recurring reporting
requirenents found in Public Law or the United States Code.
The listing is updated as required and published on the Internet
under DefenseLl NK, Publications for reference by all DoD
Conmponent | MCOs and their Congressional |iaison counterparts.

C2.8.6. VWHS/DIOR fromtine to time will forward specia
reports to advise I MCOs of the status of their reports prograns.
| MCOs may request special reports fromWHS/ DI OR at any tine.

C2.9. RESPONSI BI LI TI ES

C2.9.1. DoD Conponents. Each DoD Conponent, in providing
for effective controls over the creation of records, is expected
to establish an appropriate programfor the nanagenent of its
i nformati on requirenents.
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It is the responsibility of the DoD Conponents to:

C2.9.1.1. Not respond to unlicensed information
requi renents that are not exenpt;

C2.9.1.2. Establish a reports control activity under
the Chief Information Oficer as required by DoD Directive 8910.1
(reference (b)) and to assign an | MCO, Reports Manager, Reports
Control Liaison, Oficer, or Specialist to serve as the key point
of contact;

C2.9.1.3. Process, assign, extend, reinstate, and
cancel their internal information requirenents;

C2.9.1.4. Coordinate cross conponent information
collections that require attitude/ opinion surveys w th OUSD P&R)
in accordance with DoD Instruction 1100.13 (reference (k));

C2.9.1.5. Submt requests for information collections
fromthe public and ot her Federal Agencies to WHS/ D OR;

C2.9.1.6. Notify WHS/ DI OR when unlicensed or expired
reporting requirenents are inposed; and

C2.9.1.7. Notify WHS/ DI OR of actions taken to stop
information coll ections, which have not been approved, when
identified wthin their conponent.

C2.9.2. (OSD Conponents. Each OSD Conponent, in providing
for effective controls over the creation of records, is expected
to establish an appropriate programfor the nanagenent of its
information requirenents. It is the responsibility of OSD
Conponents to:

C2.9.2.1. Not respond to unlicensed information
requi renents that are not exenpt;

C2.9.2.2. Assign an IMCO to serve as the key point of
cont act ;

C2.9.2.3. Submt requests through the OSD Conponent
IMCO to WHS/ DI OR for public, interagency, and DoD internal and
survey information requirenents;

C2.9.2.4. Establish and inpl enent standards and
procedures for initiating, identifying, review ng, approving,
preparing, distributing, and discontinuing DoD internal
i nformati on requirenents;
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C2.9.2.5. Ensure that issuances containing OSD
internal information requirenents are updated in accordance with
applicable Directives;

C2.9.2.6. Provide for the periodic review of approved
reports for need, adequacy, design, and econony of preparation
and use;

C2.9.2.7. Ensure that all surveys are coordinated with
t he OUSD( P&R) ;

C2.9.2.8. Establish and inpl enent standards and
procedures for designing managenent information systens,
i ncluding the design of reports used in those systens;

C2.9.2.9. Notify WHS/ DI OR when unlicensed or expired
reporting requirenents are inposed;

C2.9.2.10. Notify WHS/DI OR of actions taken to stop
information coll ections, which have not been approved, when
identified within your conponent; and

C2.9.2.11. Ensure that all surveys, if subject to the
provi sions of The Privacy Act of 1974 (reference (0)), satisfy
the requirenents of DoD 5400. 11-R (reference (d)).

C2.9.3. Information Managenent Control Oficer (IMCO. The
responsibilities of the OSD Conponent | MCOs are to:

C2.9.3.1. Serve as a technical advisor to program
managers and adm nistrators on matters concerning information
requirenents;

C2.9.3.2. Review and screen requests for public,
i nteragency, DoD internal and survey information requirenents;

C2.9.3.3. Process docunentation requirenents to
assign, extend, reinstate, and cancel their public, interagency,
DoD internal and survey information requirenents;

C2.9.3.4. Manage the Information Coll ection Budget
(1CB) for their organizations;

C2.9.3.5. Resolve problens associated wwth the reports
managenent function relative to their respective organizations
and m ssi ons;

C2.9.3.6. Mintain inventories and records of the
information coll ections under their cogni zance;
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C2.9.3.7. Participate in internal or DoD w de reviews
of reports and reports nmanagenment activities;

C2.9.3.8. Notify WHS/ DI OR when unlicensed or expired
reporting requirenents are inposed; and

C2.9.3.9. Distribute approval notices from OB, GSA,
WHS/ DI OR and their respective Headquarters to their appropriate
of fices.

C2.9.4. (QASD(C3Il) is assigned the overall policy for the
DoD Reports Managenent Program and is responsible for

C2.9.4.1. Publishing DoD Directive 8910.1 (reference
(b))

C2.9.4.2. Establishing annual report reduction goals;
and

C2.9.4.3. Fornulating the DoD I CB

C2.9.5. VWHS/DIOR is responsible for the overall operation
of the DoD Reports Managenent Program which includes:

C2.9.5.1. Processing DoD public and interagency
information requirenments and approving OSD internal information
requirenents;

C2.9.5.2. Publishing this Mnual;

C2.9.5.3. Publishing the DoD 8910.1-L (reference (p));

C2.9.5.4. Publishing, annually, the "Program Activity
Reports" for forwarding to the | MCGs;

C2.9.5.5. Publishing the "Listing of Recurring
Congressi onal Information Requirenents”;

C2.9.5.6. Advising OASD(C3l) on annual reports control
activity and recomendi ng reports reduction reviews;

C2.9.5.7. Conducting DoD-w de reports reduction
reviews in coordination with DoD Conponent | MCOs and their
Congressional |iaison counterparts; and

C2.9.5.8. Executing the ICB.
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